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The work of a PAO should center on keeping the public aware of our activities, 
generating interest in membership, and keeping our internal community informed. For 
external outreach, social media will be your most frequently used channel. It is 
recommended to create at least 1 post per week, and additional "stories" if you feel 
they are warranted. Stories should be used for posts with a short period of relevancy. 
For example, an update on a squadron event throughout the day would be appropriate, 
while a promotion picture would not. Attached is a guide on how to properly hashtag a 
CAP post. Be sure to read this over, as it condenses a portion of the social media 
requirements, and combines those with the general best practices that were found after 
some experimenting with content types.  
  
At large events, you will want to invite members of the media to the event, where it is 
your responsibility to act as their event escort. These outside journalists are a strong 
addition to the event because they cast a much wider audience net than CAP-specific 
media does. Therefore, keeping a positive relationship with traditional media is central 
to the role of a PAO. Keep in mind that media contacts can change quickly at various 
outlets, especially at the local level, so always double-check an outlet's website that a 
journalist still works for that organization. After the event, you will typically create a 
press release (more on the formatting later). These can be sent to any member of the 
media you feel comfortable with, as long as a final draft is approved by squadron CC. 
Additionally, PAOs have the opportunity to distribute their work through other internal 
avenues. Written materials created during an event may be submitted to PROPS, CAP's 
regularly distributed national newsletter. Articles submitted through this channel may 
also be published to cap.news, which is a more frequently updated source of CAP news 
online. For INWG PAOs specifically, IN Wing's Sharepoint page, which is accessible 
through volunteer's Microsoft account is a source of local articles. If you feel that you 



have an article that is appropriate to publish on the Sharepoint, follow chain of 
command procedures to contact INWG Public Affairs Staff. 
  
Sharepoint link: https://inwg.sharepoint.com/_layouts/15/sharepoint.aspx 
 
When reaching out to external stakeholders, keep in mind your demographics and your 
target audience. While mass media is good for hitting large audiences, there are many 
alternative routes to communicate with various niches. It may be beneficial to reach out 
to educators, parent associations, or specific aviation-minded organizations. While they 
may not provide a large population of potential prospects, their focused group may be 
interested and more helpful, as group members all share a common relevant trait. 
 
Internally, it is strongly recommended to create a quarterly newsletter. These are 
especially important at units with cadets, as they are often cadet parents' clearest 
window into what happens at the squadron from squadron staff. The attached copy 
should show appropriate formatting; the formatting guides you on what to include in 
terms of newsletter content. Squadron CC will also need to approve this document 
before distribution.  
  
Newsletter example: seen below 
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Statistics  

• Total Membership: 48 members- 31 Cadets, 17 Senior Members 

• Orientation Flights: 9 

• New General Emergency Services Qualifications: 3 

• Number of meeting hours in Redbird Simulator: 2.5 

 



 

What We’ve Done 

After returning to Phase 1 of COVID Remobilization, Eagle Composite Squadron has 

made a continued effort to hold exciting and productive weekly meetings! In the past few 

months, our cadet staff and senior members have coordinated multiple Emergency Services-

centered meetings and exercises. At one of these meetings, while new cadets took the General 

Emergency Services qualification course, a first step into the world of search and rescue, as well 

as many other CAP Emergency Services capabilities. GES qualified cadets engaged in their own 

training exercises to specialize in Ground Team rescues/operations.  

To continue our Aerospace Education activities, our squadron has relied on our Redbird 

Simulator to give cadets a chance to simulate flying, even when the winter weather kept us 

from flying outside. The Redbird Simulator is an innovative piece of technology for aviation 

training, which we are very glad to use at weekly meetings. 

For the past few weeks, cadets have been training to serve on a color guard! This is a 

goal that Eagle Composite Squadron has long been striving for, and we are excited to see cadets 

ranging from the experienced officer to the incoming cadet learn to honor the American flag 

and our traditions of drill and ceremony. 

We are proud to be able to say that our cadets have consistently been able to overcome 

our circumstances to develop useful skills and accomplish great things in these past few 

months. 



 

Above: Practice with the Redbird simulator. Pictured from right to left: C/CMSgt Brooke Parnin 

and Capt Jeffrey Wood. 

 

What We’re Doing 

After some months of operating under Phase 1 and a brief period of Phase 2 restrictions 

of the national COVID remobilization plan, we are very happy to have recently entered Phase 3 

of COVID remobilization. We are now permitted to host unlimited cadets and senior members 

at weekly meetings and hold outdoor activities without restrictions. We would love to see you 

at our meetings and activities in the coming weeks! 

As much fun as the Redbird Simulator was, something especially exciting that we have 

been able to get started with the coming of the warmer spring months is the opportunity to go 

on orientation flights! Orientation flights, an opportunity for youth to learn how to pilot 

aircraft, are a staple of a cadet’s CAP experience. Our first orientation flights of the year were 



recently hosted in late February, with many more coming up in the near future. Keep an eye 

out for emails regarding this fantastic opportunity to fly with us! 

Where We’re Going  

  Encampment for this summer is coming up, taking place from 12-18 JUNE 2022 and will 

be held at Camp Atterbury. The cost is $206 for cadets and $52 for senior members. All cadets 

are strongly encouraged to attend this activity. Head over to 

http://inwg.cap.gov/events/encampment for more information. 

An account of one of our own cadets who attended encampment last year:  

“When I first arrived at Camp Atterbury for encampment last year, I was barely a Cadet Airman. 

I was fully expecting not to make it through the full week, but it turned out so much better than 

I expected. I was lucky enough to have fellow squadron members as my flight staff, and I made 

quick friends with the rest of Alpha Flight. All of our customs, courtesies, and drill improved 

drastically over the course of encampment- we even won Honor Flight on the last day! …it 

wasn’t all about the formalities. There were also [fun classes and activities], as well as a bit of 

time to unwind at night. One of my personal favorite [activities] was the chants and cadences 

we did to build team spirit. If you’re looking to get ahead in Civil Air Patrol, you should 

definitely check out encampment next summer!” 

-C/SSgt Lindsay Brandt 

 

Any cadets that have not yet attended encampment should be sure to keep a look out for 

information regarding registration!  



Group V is planning a joint CAP/LIFT Academy event on 30 APRIL 2022. LIFT, or 

“Leadership In Flight Training” Academy is a commercial pilot training program in Indianapolis. 

Students train on state-of-the-art, eco-friendly training aircraft and flight simulators built to 

achieve the most realistic cockpit environment.  During the event, CAP will partner with LIFT to 

provide an on-site visit and tour of the LIFT Academy training facility, during which visitors will 

find training aircraft and simulators. The event will also include a visit to the Republic Airways 

Hangar, featuring their fleet of Embraer Passenger Jets. The event will also showcase guest 

speakers from the professional side of aviation. Both senior members and cadets are 

encouraged to attend. 

 

 

Above: Capt Chad Brandt leads cadets in an aerospace education lesson. 

 

 



Message to Our Friends and Family 

If you think Civil Air Patrol is right for you, stop by and check us out! Eagle Composite 

Squadron meets every Tuesday from 6:00 p.m. to 8:30 p.m. Whether you want to join as a 

cadet or a senior member, CAP will help you develop as a leader, all while making an impact on 

your community! If you want to join the team, or just find out more, email Flight Officer Halevi 

at harel.halevi@inwg.cap.gov. 

 

 

 

END EXAMPLE 

 

 

 

 
When acting as a Public Affairs Officer, it is key to utilize as many provided resources as 
possible. When creating any visual, the CAP Brand Guide will give PA Officers everything 
they need, down to shades of colors to be used in infographics. This website is updated 
every 1-3 months, so be sure to check in when creating a new piece for distribution. It 
can be found at https://company-214080.frontify.com/d/crhrf1Aw1Ci9/brand-portal. 
PAOs also frequently use https://www.gocivilairpatrol.com/members/cap-national-
hq/public-affairs-about/public-affairs, the public affairs resource guide. This website is a 
library of templates for press releases (as mentioned above), unit graphic generators, 



and many other templates that will frequently be applicable to brand-compliant content 
creation. Finally, CAPP 201 is the PAO specialty track guide. This will help a new (or 
experienced) PAO focus their efforts, as checking off the requirements will introduce 
them to most, if not all aspects of being a PAO. Finally, a PAO should always save their 
work in a continuity of work folder, and always have updated templates downloaded. 
The continuity of work will likely be what the IG checks during the biannual SUI, and the 
templates downloaded will allow PAOs to access work while on the move.  
  
CAPP 201: https://www.gocivilairpatrol.com/media/cms/P201_E863B3730B059.pdf   


