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Communications and Information 

AUDIO/VISUAL SUPPORT 
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ACCESSIBILITY: Publications and forms are available for downloading or ordering on the e-
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(Lt Col Richard A. Erredge) 

Pages: 6 

This instruction implements AFPD 33-1, Information Resources Management.  It provides 

information regarding audio/visual equipment and public address system usage and guidance to 

934th Airlift Wing personnel on the capabilities and limitations of Audio/Visual (A/V) support 

provided by the 934th Communications Flight (934 CF).  Responsibilities and resources for both 

the customer and the 934 CF are included.  It establishes responsibilities and outlines procedures 

for obtaining A/V support.  Information is also provided on alternate means of obtaining support 

and applies to all 934thAirlift Wing units.  Refer recommended changes and questions about this 

publication to the office of primary responsibility (OPR) (see Attachment 1) using the AF Form 

847, Recommendation for Change of Publication.  Official records created as a result of this 

publication shall be maintained in accordance with Air Force Manual 33-363, Management of 

Records, and disposed of in accordance with the Air Force Records Information Management 

System (AFRIMS) Records Disposition Schedule (RDS) located at https://www.my.af.mil/gcss-

af61a/afrims/afrims/rds/rds_series.cfm. 

1. Responsibilities:

1.1.  The 934 CF Radio Frequency Transmission (RF) (934 CF/SCOT):

1.1.1.  The primary mission is to maintain radio communications systems in support of 

the installation and national missions.  Any outage affecting, or potentially affecting 

safety or the SCOT mission, has priority over Audio/Visual (A/V) support. 

1.1.2.  Supported Events: 

1.1.2.1.  Retirements: 

1.1.2.1.1.  Set-up and operate A/V equipment for retirement ceremonies for the 
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rank of Colonel and above and all CMSgt retirement ceremonies. 

1.1.2.1.2.  For other retirement ceremonies, portable audio systems can be 

checked out and equipment operation will be conducted by the requesting unit. 

1.1.2.2.  Change of Command Ceremonies. 

1.1.2.3.  Set-up and operate A/V equipment for Change of Command ceremonies at 

Group level and above. 

1.1.2.4.  Commander’s Calls: 

1.1.2.4.1.  Set-up and operate A/V equipment for Wing Commander Calls and 

Wing level ceremonies. 

1.1.2.4.2.  Provide portable sign out equipment for squadron/flight commander’s 

calls on a first come, first serve basis. 

1.1.2.5.  Other Authorized Events: 

1.1.2.5.1.  Any other official function authorized by 934 AW/CC, 934 AW/CV, 

934 MSG/CC or 934 CF/CC will be supported by 934 CF/SCOT personnel. 

1.1.3.  934 CF/SCOT personnel will provide official military music pertaining to all 

branches of military service.  This includes, but is not limited to, official 

cadence/marching music, Ruffles and Flourishes, the Star Spangled Banner, respective 

military branches songs, and so forth. 

1.1.4.  Functions not approved for government A/V system use: 

1.1.4.1.  Under no circumstances will an A/V system be provided for any profit 

making events in accordance with AFI 65-106, Appropriated Fund Support of 

Morale, Welfare, and Recreation (MWR) and Nonappropriated Fund 

Instrumentalities (NAFIS). 

1.1.4.2.  Will not be tasked to operate fixed A/V systems belonging to another unit, 

unless approved by the 934 CF/CC. 

1.1.4.3.  Will not be tasked to operate systems off-site of military installations unless 

approved by 934 AW/CC, 934 AW/CV, 934 MSG/CC or 934 CF/CC. 

1.1.5.  May cancel A/V set-ups or remove A/V equipment from operation if personnel or 

equipment safety is threatened. 

1.1.6.  Will not provide disc jockey services for any A/V set-up. 

1.1.7.  934 AW/PA will provide projector/screen support to 934 AW units. 

1.2.  Scheduling: 

1.2.1.  The 934 CF Communications Focal Point (CFP) is the section responsible for all 

scheduling of approved audio/visual requests. 

1.2.1.1.  Will receive all requests for A/V support and assign them to 934 CF/SCOT, 

as required. 
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1.2.1.2.  Will notify the noncommissioned officer in charge (NCOIC), 934 CF/SCOT, 

of any short notice or emergency requests as soon as they are received to verify 

whether support can be provided. 

1.3.  The Customer: 

1.3.1.  Complete the request documentation in accordance with paragraph 2, this 

publication. 

1.3.2.  Responsible for reserving the facility where A/V support will be used. 

1.3.3.  Responsible for unlocking and securing the facility used for events.  The 934 

CF/SCOT will not be responsible for securing facilities. 

1.3.4.  Coordinate the use of fixed A/V systems through the appropriate responsible 

agency. 

1.3.5.  Contact the CFP if changes to scheduled events occur and are encouraged to call 

with questions or concerns at 713.1262 or email at 934cf.cfp@us.af.mil. 

1.3.6.  Will provide the 934 CF/SCOT a copy of an approved script, no later than 10 

business days prior to an event requiring equipment set-up/support. 

1.3.7.  For events setup and operated by the 934 CF/SCOT the customer will coordinate 

the practice times with the 934 CF/SCOT. 

2.  Procedures to Request On-Site Public Address Support: 

2.1.  Customer will submit an AF Form 833 to the 934 CFP.  The request form must be 

completed no less than 30 days prior to the day of the event.  A draft copy of the event script 

is required to be attached to any requests.  This is to provide adequate time for processing 

and scheduling.  This also provides the requesting unit time to locate an alternate source in 

the event a request is denied or cannot be satisfied. 

2.2.  The 934 CF/SCOT is not responsible for procurement, installation or maintenance of 

A/V systems for other installation units/squadrons.  Permanently installed A/V systems are 

justified and procured by the using organization in accordance with Table of Allowance 006 

and AFMAN 23-110.  The 934 CF/SCOT may be used to provide technical solutions on A/V 

system acquisition by properly submitting a 934 AW Form 30. 

2.2.1.  For a short notice A/V request, the requesting organization will submit a Public 

Address Request Form as outlined in paragraph 2.1.  The request form must be endorsed 

by the requesting organization’s Squadron Commander or above. 

3.  Procedures to Request Sign-Out A/V Support: 

3.1.  The 934 CF/SCOT has portable audio systems for checkout.  Contact the CFP for 

availability/suggestions on portable systems.  Training is provided at the time of receipt to 

ensure the customer can operate the equipment.  Audio equipment signed out can be picked 

up at Building 761 one duty day prior to the event and must be returned no later than 1600 

the first duty day after the event.  Extensions are handled on a case by case basis. 

3.1.1.  All A/V equipment is signed out on an AF Form 1297 Temporary Issue Receipt, at 

the time it is issued.  Equipment must be returned in the condition it was loaned.  OPRs 

will roll/secure all cables to prevent tangling prior to turn in.  Identify broken parts, 

mailto:934cf.cfp@us.af.mil.
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problems, or discrepancies when the equipment is returned.  The OPR is responsible for 

any lost or damaged equipment. 

4.  Approved A/V Requests: 

4.1.  The requesting unit POC will be contacted for confirmation and for any additional 

information that may be required.  POCs will also be contacted the day before the event to 

coordinate any final changes. 

4.2.  All agencies (that is, public affairs, local media, and so forth) requesting interface with 

an  A/V system must connect to and test the system no less than 1 hour prior to the start of an 

event.  POCs should annotate any planned interfaces on the A/V Request.  Should this 

additional equipment cause interference with the A/V system, the 934 CF/SCOT technician 

is authorized to disconnect equipment and deny the interface. 

4.3.  Practices: 

4.3.1.  Official practices will be supported by the full complement of A/V equipment. 

5.  Audio Equipment: 

5.1.  The 934 CF/SCOT can provide the following audio equipment, on a sign-out basis, for use 

at official functions. 

5.1.1.  Small Venue: Designed for audiences up to 100 people with only one microphone 

needed and no music required.  Consists of portable PA system with two speakers and 

one microphone. 

5.1.2.  Medium Venue:  Designed for audiences up to 150 people with one or two 

microphones and music required.  Consists of portable PA system with two speakers, two 

microphones and a CD/MP3 player. 

5.1.3.  Large Venue:  Designed for audiences ranging from 200-300 people with multiple 

microphones and music required.  Consists of portable mixer/amplifier, two to four 

speakers, microphones as needed, and a CD/MP3 player. 

5.2.  The 934 CF/SCOT can provide and operate audio equipment for setups ranging from 

50-800 people, involving multiple microphones, speakers, and outputs to media personnel 

when directed by 934 CF/CC. 

 

RICHARD A. ERREDGE, Lt Col, USAFR 

Commander 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFPD 33-1,  Information Resources Management, 27 June 2006. 

AFI 65-106,  Appropriated Fund Support of Morale, Welfare, and Recreation (MWR) and 

Nonappropriated Fund Instrumentalities (NAFIS), 6 May 2009. 

Air Force Manual 33-363, Management of Records, 1 March 2008. 

Air Force Manual 23-110, USAF Supply Manual, 1 April 2009 

Adopted Forms 

AF Form 1297, Temporary Issue Receipt. 

AF Form 833, Multi Media Work Order 

934AW Form 30, Comm-IT Work Request 

AF Form 847, Recommendation for Change of Publication. 

Abbreviations and Acronyms 

934 AW/CC/CV—934th Wing Commander or Vice Commander 

934 CF/SCOT—934th Communications Flight, Transmission Systems, Base Radio. 

A/V—Audio/Visual. 

CFP—Communications Focal Point. 

MWR—- Morale, Welfare, and Recreation. 

NAFIS—- Nonappropriated Fund Instrumentalities (NAFIS). 

NCOIC—- Noncommissioned Officer in Charge. 

OPR—- Office of Primary Responsibility. 

RDS—- Records Disposition Schedule. 

Terms 

Fixed A/V System—A system permanently installed in a base facility. 

Portable A/V System—A system set-up on a temporary non-repetitive basis, for any function of 

short duration. 

Portable Audio System for Sign Out—A system signed out by the requesting office, set-up on 

a temporary, non-repetitive basis, for any function of short duration.  System is returned to the 

934 CF/SCOT Work Center upon event completion. 

Official Function— A direct military related function such as a change of command, retreat, 

retirement ceremony, dining-in, commander’s call, briefings, and so forth. 
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Unofficial Function—- A function whose primary intent is to entertain.  Portable A/V support 

for events such as unit parties, picnics, and sporting events are considered unofficial.  

Additionally, any event where the function is to turn a profit will be considered unofficial. 

 


