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CHAPTER 5


HEADQUARTERS SERVICES


SECTION 11:  VISUAL INFORMATION SERVICES

51100.  COMBAT VISUAL INFORMATION CENTER (CVIC) 

1.  The CVIC is responsible for providing professional visual and audiovisual support services to Headquarters Marine Corps; all Marine Corps activities in the Military District of Washington and those within a 30-mile radius without designated support from elsewhere; and DoD tenants within the ARLEX, as per ISA.  CVIC services include graphics design, reprographic duplication & bindery production, still photography, video production.  Also provided are audiovisual issue equipment, closed circuit television, projectionist support, and audiovisual equipment repair/maintenance/installation capability and a viewing room.
2.  CVIC does not have an image library/database to provide customer’s with images to use in their self made products.  If customers require images, it is provided as part of the CVIC’s service to produce the actual product in the product’s entirety.  Customer’s requiring copies of the Marine Corps Seal, or Emblem are directed to contact HQMC Printing (ARDE), Mr. Renner, at 703.614.2580, for authorization to use the image, or to get a copy of the image.  Customer’s interested in photographic images can go to the following websites; the Marine Corps’ Website (http://www.usmc.mil/imagearchive), the Marine Corps Visual Information Management’s (VIM) website at TECOM in Quantico (http://www.tecom.usmc.mil/vim), or the Joint Combat Camera Center’s website (http://dodimagery.osd.mil/) for all the services photographic images.

Note: CVIC will not duplicate copyright materials without written permission from the copyright holder.  The CVIC will not provide services for unofficial office/unit functions such as, gifts, mementos, dine-ins, mess nights, office parties (like going away fond and farewells), as noted in MCO5600.31.

51101.  GRAPHICS AND PUBLICATION SERVICES  

1.  The CVIC’s Graphics Section provides professionally prepared designs for publications, displays, signage, presentations, and limited illustrations and artwork.

2.  Publication layout and design services provided for commercial and in-house publications, such as; books, brochures, booklets, covers, flyers, newsletters, certificates, event informational cards and layout & design forms.  Typesetting and camera ready artwork services are provided to assist customer’s working with HQMC Printing for invitations and related materials.  Note: CVIC does not provide gifts nor publication support for unofficial office/unit functions such as, dine-ins, mess nights, office parties (like going away fond and farewells), as noted in MCO5600.31.

3.  Display services provided for commercial and in-house products, such as, event posters, recruiting & retention poster design, briefing charts, and designs for hallway displays. Note: CVIC does not support office beautification due to limited personnel and funds, and the general fraud, waste and abuse issues, as noted in MCO 5600.31.

4.  Signage services provided for informational and directional purposes, such as, event signs, signs for identifying organizational services and representatives like office entry signs (TMO, PMO, etc.), or billet signs (OIC, NCOIC, Admin Chief, etc).  Note: CVIC does not support individualized nameplates, except for official events due to limited personnel and funds, and the general fraud, waste and abuse issues, as noted in MCO5600.31.













5-67

51102
HQADMINMAN

5.  Presentation design services are available to customers, but due to technology advancement and availability at the customer level a decline in these types of requests have reduced our need to offer this service.

6.  Illustration and artwork services are provided as part of the overall service CVIC provides in the production of customer’s products.  For example, customer’s can expect the designer to produce illustrations and artwork for customer’s products; publications, displays, signs, and presentations.

Note: A Graphics Request is completed upon submission of all projects in room 1306. Turnaround times vary according to scope of projects, priorities already in house, and time restraints placed on individual customers to meet briefing and publication deadlines, but normal turnaround time is seven to ten working days for most requests.  Requests for priority work must be justified.
51102.  PHOTOGRAPHIC SERVICES  

1.  The CVIC’s Photo Lab Section provides official photographic services to all authorized staff agencies.  These services include:  photo documentation services, official portraits, full-length photos, ID card and passport photos, as well as photographic coverage of official ceremonies and events.  Customers are requested to provide a minimum of 24 hours notice to coordinate an official photographer to shoot their event.  Customers requiring a photographer are to provide transportation to and from the event for the photographer.  A limited quantity of point and shoot loan check out camera’s are available for agencies requiring photographic services, but not a photographer.  Point and shoot cameras are limited in quantity, so it is first come first serve.  Customers will not be provided both an official photographer and a check out camera due to the redundancy of service.  Photo Lab will print official photos for official events.  Customers are provided two sets of prints (point and shoot customers receive only one set) and a CD-ROM with their images if they wish to reprint images out in town for personal use.  Customers are responsible for their image CDs, Photo Lab is not an archive.  Photos that that do not fall into the historical documentation mission are not saved.

2.  A Photo Job Order Request is completed upon submission of all projects in room 1312. Turnaround times vary according to scope of projects, priorities already in house, and time restraints placed on individual customers to meet their mission deadlines, but normal turnaround time is two working days for most requests.  Requests for priority work must be justified.

3.  Administrative photographs, such as program application photos, official passport photos (must have orders or memo in hand) and promotion board photos, are taken in room 1312.  Anyone coming for an administrative photograph needs to have in hand paperwork specifications (size, type and purpose) and be in 

the correct uniform (see MCO P1070.12).  Photographs are taken daily on an appointment basis.  

51103.  AUDIOVISUAL DISPLAY SERVICES  

1.  Support is provided in the form of:  audiovisual equipment on a short term or long term (sub custody) loan basis; a limited closed circuit TV (CCTV) service; projectionist and Video Teleconferencing support for the CMC’s Theater and Conference Room; an audiovisual equipment repair/ maintenance facility; and expert audiovisual consultation in planning new presentation facilities.  
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2.  Audiovisual equipment and training tapes are available for short term (30 days or less) loan in room 1309.  Agencies will complete an Equipment Checkout request when picking up needed equipment.  USMC agencies requiring equipment for over 30 days or on a recurring basis may request a long term loan by memorandum stating equipment needs and complete justification.  Approved requests require the agency Responsible Officer to sign a Sub-Custody Record upon receiving equipment and are subject to funding constraints.  

3.  CCTV service consists of the operation and maintenance of the head end for the limited, in-house closed circuit video with taped broadcasts service and a cable news television programs distributed to all HQMC LAN users. This office also has been designated as requesting authority for all USMC CCTV cable use in the Pentagon. 

51104.  VIDEO SERVICES.  Support is provided in the form of:  video/audio production/documentation recording and processing capabilities; audio cassette duplication capability and video/audio duplication or format conversion.

1.  Agencies requiring audio/video duplication, audio/video production or audio/video documentation recording services will complete an Job Order in room 1312. 
2.  Large duplication requests (20+) are commercially contracted on a case by case basis and may require funding from the requesting agency if it is an unbudgeted request. Distribution of video material within HQMC is via CD or LAN server. Marine Corps wide distribution of a video is via master copies to other regional CVICs.    
3.  Videotaping of parades and ceremonies containing copyrighted material, either audio or visual, is prohibited unless specifically requested by CMC, SPD Dir, PA; Dir, HD; or the Commanding Officer, Marine Barracks, 8th and I.  Such video tapes will be for internal Marine Corps use; i.e., archival (historical documentation), or internal Marine Barracks, 8th and I use only.  Other duplication requests of copyrighted events must be accompanied by copies of the releases from the copyright owner(s).

4.  Videotaping of subjects outside the Annex / Pentagon / Henderson Hall area require transportation or parking coordination by the requestor. Taping outside of Washington area (TAD) will be supported as long as the requestor provides funding and administration requirements. 

51105.  REPRODUCTION SERVICES   

1.  The CVIC’s Reproduction (Repro) Section provides professionally prepared black & white, and color toner based reproduction and bindery services for in-house print duplication materials such as; books, brochures, booklets, covers, flyers, newsletters, certificates, event informational cards and forms.  Maximum document size is 11x17” (tabloid).  Also, the Reproduction section can provide limited CD-ROM and DVD duplication.

2.  Reproduction section is authorized to duplicate classified material up to SECRET level, reference MCO P5510.18.  See Reproduction Chief for current procedures.

3.  Bindery and finishing services provided include; three hole punch, stitching, stapling, cutting, comb binding, coil binding, glue pad binding, and limited perfect binding.
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