February 10, 2003

MEMORANDUM FOR RECORD

Subject: MWR Marketing Standard Operating Procedures (SOP)

1.  References:  
a.  AR 215-1, Morale, Welfare and Recreation Activities and Nonappropriated Fund Instrumentalities, revised 25 October, 1998.

2.  Purpose.  This SOP is established to set forth the duties, responsibilities and governing rules of the Fort Monroe MWR Marketing Office.
3.  Scope:  This SOP applies to all personnel utilizing the Fort Monroe MWR Marketing office. 

4.  General:  This SOP is developed to ensure continuity of operation and historical actions and records.

5.  Responsibilities: 
a.  The Director of Community and Family Activities.  Overall responsibility for the Fort Monroe Marketing Program.  This program provides support for the following DCFA programs/activities and/or managers.

(1)  Aquatics Center 

(2)  Army Community Service

(3)  Auto Crafts and Repair Shop

(4)  Bowling Center

(5)  Child and Youth Services 

(6)  Fitness Center 

(7)  Fort Monroe Club (The)

(8)  Fort Monroe Lodging

(9)  Frame and Craft Shop

(10)  Old Point Comfort Marina 

(11)  Outdoor Recreation

(12) Special Events 

(13) Sports

b.  DCFA Project Manager.  Direct supervision of the Fort Monroe Marketing Program.


c.  Marketing Assistant. Responsible for executing the marketing program.  This includes the following duties:
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(1)  Support program managers and activities with production and /or use of advertising materials for event promotion. Advertising materials include the following:

    (a)  Posters, flyers, brochures, pamphlets, etc. will be printed to the capabilities of printers and availability of supplies per event income/morale support deemed necessary by project manager.  Program managers are responsible for submission of a marketing request form (http://www-tradoc.monroe.army.mil/mwr/Marketing%20Work%20Request.doc ) 45 days prior to event. Promotional materials will be “on the street” one month prior to an event to ensure optimal customer attendance/ participation.

    (b)  Newspapers.  On-post newspaper will publish events on Fort Monroe.  Off-post promotions must be sent through Public Affairs Office for distribution.

    (c)  Web page.  On-going maintenance of the Fort Monroe MWR website.  Update information, especially current promotional events, changes of hours etc. Program managers are responsible submitting informational changes  to the marketing office as they pertain to their programs.

    (d)  E-zine.  Weekly publication of on-line MWR magazine for Fort Monroe.  Publish weekly with highlights of current events and updated information of MWR happenings and distribute through distribution e-mail list. Program managers are responsible for submission of an e-zine request form (http://www-tradoc.monroe.army.mil/mwr/e-zine%20order.doc ) 7 days prior to requested publication date. 

    (e)  Electronic marquee. DCFA Director or Project manager approved information may be sent to the Office of the Post Commander for publication on the electronic marquee.

(2)  Customer Service. Every effort will be made to provide timely and courteous customer service to all program managers and their activities. 

(3)  Exploration and education.  The marketing office will explore marketing strategies and trends to maintain “industry standard” quality publications and advertising. The marketing office will maintain education of web publication and graphic software for use in production of high quality products that serve and appeal to the MWR customer. 

(4) Marketing Plan.  Following a request by a program manager, the marketing office will determine the best promotional strategies for a particular activity with a working marketing plan (http://www-tradoc.monroe.army.mil/mwr/Marketing%20Plan.doc ) to enhance that activities production or event. 
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6. POC is  Carmae Fawaz, Marketing Assistant.  Phone:  788-4136. 

E-mail: fawazct@monroe.army.mil
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                                                                          Donald Van Patten

                                                                          Project Manager
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