AWFCG Protocols
News Releases

News releases prepared by an AWFCG member agency that cite AWFCG authorities or programs or are to be published on AWFCG letterhead require the notification and approval of the AWFCG Chair. Once approved,  copy of the release and approval should be forwarded by the author to the Recorder and filed with the AWFCG records.
· PRE-APPROVED: During any regularly scheduled meeting, any AWFCG member or committee may submit a news release for approval for future publication.  Release proposal  should include the tentative release date and the person/agency responsible. Within one week prior to the actual release, the person/agency that will publish the release should send a courtesy reminder with subject and date to the Chair and Vice-Chair. If the Chair’s name is cited, a person-to-person notification is required. 
· TIME-SENSITIVE or SITUATIONAL: Prior to release, the author emails the release with the proposed release date to the Chair for approval. The email should be followed by a phone contact. If the Chair is unavailable, Vice-Chair will be contacted. An Email from the Chair to the author documents approval. 
Letterhead

The AWFCG Recorder will be the keeper of the letterhead and correspondence files. Letterhead is available for use by Committees and AWFCG members with the Chair’s concurrence. Copies of all correspondence should be sent to the Recorder and filed with the AWFCG records.
Logo
All uses of the AWFCG logo require AWFCG Chair approval of the final product. 
Brochures and Educational Materials

The brochures and educational materials posted on the AWFCG webpage (http://fire.ak.blm.gov/administration/awfcg.php)  are available to any organization and the public free of charge. Brochures may be reproduced and distributed without permission.  Editing or changing the brochures is not permitted. Use for commercial or for-profit is strictly prohibited.
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